
 

 

 

 

 

 

 

 

 

Special Event  

Planning Guide 
City of Rockford 

 

 

 

 

 

 

An Informative Guide to Help You Navigate Your Special Event 

 



  SPECIAL EVENT PLANNING GUIDE 2020 

 

2 | P a g e  
 

 

 

 

Table of Contents 

 
Applying for a Permit…………………………………………………….3 

 

Requirements……………………………………………………………...5 

 

Application Fees…………………………………………………………..6 

 

Event Safety………………………………………………………………..7 

 

Types of Permits…………………………………………………………..9 

 

Insurance Requirements………………………………………………..10 

 

City Council/Committee…………………………………………………12 

 

Event Approval……………………………………………………………12 

 

Issuance of Permits………………………………………………………12 

 

 

 

 

 

 



  SPECIAL EVENT PLANNING GUIDE 2020 

 

3 | P a g e  
 

 

 

Applying for a Permit 

 
Who Needs a Special Event Permit? 

Special Event Permits are required for events that will utilize any City of Rockford property (i.e. streets, 

parking lots, ROW.)  Events contained to private property may require a Special Event Permit based on 

use. 

 

 

 

 

Races, Walks, and Parades 

Organized non-stationary activities involving running, biking, walking, 

marching or other means of transportation, utilizing a fixed course that 

involves the use or obstruction of City streets, ROW, or sidewalks. 

 

General Events 

Events that take place in a location for a period of time that include, 

but are not limited to: amplified noise, food, beverage, merchandise, 

or other forms of entertainment.  Examples include festivals, rallies, 

markets and similar like events. 

 

Liquor Only Events  

Any event including liquor that does not require the use on any City 

services, such as electrical, tents, or banners. Our Legal Department 

(7th Floor, City Hall) handles these events. 

 

City Market Pavilion 

Pavilion reservations can be made by contacting Becca Bartels at 

Becca.Bartels@rrpd.org or (815) 315-1337 

Applying for an event 

does not guarantee 

approval 

The City assumes no liability if an 

event is not approved – Selling 

tickets, advertising, 

sponsorships, and any other 

activities done prior to the event 

date is done at the risk of the 

event organizer 

mailto:Becca.Bartels@rrpd.org
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Role of the Special Event Office 

The Special Event Office is responsible for taking in completed applications, reviewing event requests, 

and processing the applications.  We serve as a liaison between the event organizers and other City 

Departments through the permit process. 

 

Role of the Organizer/Applicant 

Event organizers are responsible for the planning and management of the entire event - including traffic 

control and event security (Police or Private Security). City staff will provide support through the 

application process. 

Communication between the event organizer and the City is critical before the event to ensure a smooth 

permitting process and a successful event.  Organizers should be responsive to any and all 

correspondence from the City staff.  All Special Events are subject to the conditions outlined in the 

Special Events Ordinance (Article XII, Section 16-290) and it is the organizers responsibility to ensure 

compliance. 

 

Special Event Review Process 

The Special Event Office maintains a review process team, the COR Special Event team, which includes 

representatives from several City departments such as Police, Fire, Legal, Public Works, Zoning, Park 

District, and RAVE. The role of this team is to provide recommendations to assist in the planning of 

your event to make it a success. 

 

Meetings 

Our Special Event Office may ask for a meeting with the event organizer to gain more information 

about their upcoming event. Organizers are also able to request a meeting to help with the application 

process. Information that would be useful at these meeting may include: 

 Type of event 

 Location (route or site map) 

 Security and Emergency Contingency Plan 

 Is alcohol being served? 

 Traffic control plan 

 

Deadlines 

All special event applications are required to be completed 60 days in advance of the event.  Any event 

that does not comply with this will be charged a $200 Administrative late fee or may result in the 

inability for you to host your event. 
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Requirements 
Event organizers must submit their completed application 60 days prior to the date of the event.  All 

documents must be filled out completely.  If a page does not pertain to your event, please write a N/A 

on that page.  Below is the information needed for a completed application. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Based on the information turned in, we will then send an invoice to the event organizer.  Payment is due 

promptly after receiving the invoice. 

 

 

 

 

 

 

 

 Alderman approval 

 General information page  

 Route or Site map 

 Event Security plan 

 Noise Control plan 

 Emergency Contingency plan 

 Certificate of Insurance (up to date of event) 

 Event Medical plan 

 Event accessibility plan (ADA compliant) 

 Tax Exemption letter (if applicable) 

 Liquor Insurance (if applicable) 

 Road closure page 

 Tent/Canopy Permit application 

 Electrical Permit application 

 Banner Permit application 
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Application Fees 
Below is the fee structure for City of Rockford Special Events 

 
Non For Profit Special Event Fee………………………………………………………………..$95.00 

 
For Profit Special Event Fee…………………………………………………………………….$130.00 

 
Administrative Late Permit Fee……………………………………………………….…….…..$200.00 

 
Tent/Canopy Permit…………………………………………………………………………….…$83.00 

 
Electrical Permit…………………………………………………………………………………....$79.00 

 
City Electric Fee (if using City power centers)……………………………….……………………..$30.00 

 
Banner Permit………………………………………………………………….……………………$41.00 

 
Farmer’s Market…………………………………………………………………………………….$70.00 

 
Carnival Permit…………………………………………………………………………………….$181.00 

 

Temporary Liquor Permits  

 
Non For Profit Event………………………………………………………………..…….……$29.00/day 

 
Civic Engagement Event……………………………………………………………………….$60.00/day 

 
Government Event……………………………………………………………………………...$29.00/day 

 
Commercial Event…………………………………………………………………………….$165.00/day 

 
Promotional Event……………………………………………………………………………...$60.00/day 

 

Miscellaneous Fees (paid for by event organizer) 

 
Police Assistance……………………………………………………………………………….$70.00/hour 

 
Post Event Street Sweeping…………………………………………………………………$160.00/hour 
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Event Safety 
The organizer of an event will be responsible for all aspects of safety during the event. 

 

Traffic Control * 

Directing traffic can be a huge liability concern.  We recommend, but do not require that you 

hire a Police Officer for major intersections.  The Rockford Police Department will work directly 

with event organizers on best practices after completed event application is received.   

Road Closures * 

Requests for road closures should be indicated on the application.  Road closures give the 

applicant exclusive use of that street and the sidewalk along the right-of-way.   

There are 2 area vendors that can provide traffic control for your event: 

 TSI – Traffic Services (630) 497-3478  http://trafficserviceinc.com/ 

 Sanco Traffic Control (815) 961-0365 

Fire Lane 

There shall be a noted 15’ unobstructed access lane for emergency vehicles if a need arises. 

Emergency Contingency Plan 

This plan predetermines actions to take before and during an emergency taking place such as, 

but not limited to weather, a fire, medical emergencies, or a law enforcement issue. 

Security 

You may choose to use the Rockford Police Department to provide security for your event.  If 

you do not want to use the City’s Police Department, you may hire a private security company 

to handle your event. 

Alcohol 

If serving alcohol at an event, you must have a plan in place for unruly customers.  Servers are 

required to be BASSETT certified.  A certificate must be turned in with the Special Event 

Application. 

(*traffic control and road closures are at the expense of the event organizer) 

http://trafficserviceinc.com/
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Fire Safety 

 There are no open flames allowed under any tent or canopy structures 

 Open flames must be kept 20’ away from structures 

 Have a fire extinguisher available if cooking at an event 

 If you have fireworks at an event, an additional form will need to be completed 

with the Fire Prevention team 

Electrical Safety 

 Unsafe extension cords, overloaded outlet strips, or poor quality cords can pose 

a hazard 

 Be aware of creating tripping hazards 

 Use proper gauged cords to carry the load of equipment being used 

 Pay attention to warning labels and follow any guidelines 

Event Layout (Site Plan) 

Detailed site plans are required, must be legible, and provide sufficient details of your 

event layout.  Your site plan should meet these requirements: 

 Show locations of structures, fire lanes, streets, alleys, barricade locations, and 

any temporary fencing being used 

 Entrance and exit points of the event 

 Provide a key with the direction of North being noted 

 What areas will be used 

 Any special notes applicable to the event 

 Location of tents or temporary structures 

 Food trucks, vendors, and merchandising areas  

 Location and size of any stages being used 

 Locations of any generators or temporary electrical panels 

 Any other pertinent details of the layout of your event 
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Types of Permits 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

Tent/Canopy/Carnival 

If you plan to use commercial tents, an inspection will be needed 

before your event can begin. A tent/canopy permit is needed when: 

 A tent is over 120’ sq. feet or a canopy is over 400’ sq. feet 

 The contractor must be licensed with the City of Rockford 

before erecting a structure 

 If using a carnival company, they must operator must have a 

State Permit beforehand 

Electrical Permit 

 Needed if you are using any type of outside electricity (i.e. 

generators or temporary distribution panels) 

 Contractor is required to have a registration from the City of 

Rockford 

 Generators, temporary panels, circuits with breakers, 

extension cords, and protective covers need to comply with 

Electrical Code 

 You may have the ability to use existing power centers and/ 

or light poles within the city for electricity.  This fee is $30. 

 If using the City Market Pavilion or Water Street electricity, 

please state your exact needs and times as this is scheduled 

on a timer and must be set up ahead of time. 

Banner Permit 

 Needed if any type of banner, sign, or inflatable sign is going 

to be used 

 Will need to know if it will be mounted or free-standing 

 Size of the sign or banner 

 Banners and other temporary signs shall be erected in 

compliance with Chapter 117 of the Rockford Municipal 

Code 
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Insurance Requirements 
Certificate of Insurance 

Events using public property are required to have an insurance policy for the event that includes the 

City of Rockford as additionally insured.  The event organizers must purchase and maintain this 

insurance, to provide coverage for the event, with an insurance company authorized to do business in 

the State of Illinois. If the insurance is not covered through the date of the event, you application will 

not be considered complete.  Requirement are as follows: 

 $1,000,000 minimum coverage (amount to be determined by the City’s legal team based on 

individual event liability) 

 Liquor Liability (Dram Shop) added if serving alcohol 

 City of Rockford added as additionally insured 

Third Party Insurance 

The event organizer must ensure that all contractors providing goods or services for the event, such as 

inflatable companies and vendors of any food and beverage items (including alcohol) maintain 

appropriate coverage and limits.  
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Insurance Example: 
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City Council/Committee 
City Council meets every other Monday beginning the 1st Monday of each month. The Codes and 

Regulations Committee meets on the Mondays in-between Council meetings. Your event must first be 

referred to the Codes and Regulations Committee during a City Council meeting. The following 

Monday, it will be brought forward to the Codes and Regulations Committee where they will either 

approve or deny the event to be brought forward at the next City Council meeting for Council approval.  

Depending on when you application is turned, in the process may take up to 4 - 6 weeks before a full 

approval takes place.  

 

Event Approval 
Once City Council approves an event, the City departments have 1 week to issue and return all 

permits to the Special Event Office. 

 

Issuance of Permits 
When the Special Event Office receives all the permits, we will prepare your permit packet, 

which may be mailed to you or be picked up on the 6th floor of City Hall.   

Please have a copy of all permits on-site of your event. 
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List of Resources  

 
 

Rockford Police Department (Events) 

 Administrative Office (779) 500-6555 

Rockford Fire Department 

 Tim Morris (779) 500-6541 

Tim.morris@rockordil.gov 

Davis Park Rentals 

 Kristen O’Halloran (815) 489-8234 

Rockford Park District 

 Emily Gottman (815) 987-1695 

emilygottman@rockfordparkdistrict.org 

City Market Pavilion 

 Cathy McDermott 

Cathy.mcdermott@rrdp.org 

 Becca Bartels (815) 315-1337 

Becca.Bartels@rrdp.org 

City of Rockford – Special Event Team 

 Rebecca Edwards (779) 348-7641 

Rebecca.edwards@rockfordil.gov 

 Martin Bloom (779) 348-7648 

Martin.bloom@rockfordil.gov  

 

mailto:Tim.morris@rockordil.gov
mailto:emilygottman@rockfordparkdistrict.org
mailto:Cathy.mcdermott@rrdp.org
mailto:Rebecca.edwards@rockfordil.gov
mailto:Martin.bloom@rockfordil.gov

